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COLLECT and Secure Access 
Access to COLLECT is through the Department’s Secure Access System (SA) 
 
Full secure access guides are published on the Secure Access Website. 
Once successfully registered, click on to ‘Home’ and then click on ‘COLLECT’ to enter 
COLLECT as below 
 
*Please note: some screen shots refer to 2013 however the process is the same for 
all 2014 census collections.* 
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Select the collection by clicking on the collection name to highlight it (if there is only one it 
will be automatically highlighted) and then click on the ‘Select Data Collection’ button to 
open it. 
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Local authority summary (agent page) 
The agent page provides a summary of the latest position with respect to the selected 
data collection. This performance summary shows how many returns that are expected, 
outstanding and the number that have been loaded and submitted and approved (by the 
local authority) and authorised (by the DfE). 
 
Only early years settings which the local authority is responsible for will be displayed. 
The columns can be sorted in ascending or descending order by clicking on each 
heading. Ten sources are shown per page with navigation through the pages being 
achieved by the page number buttons. 
Return status 
This shows the current status of the return and a breakdown of the errors within them. All 
information is read only. 
 
This provides a set of functions that can be used to manage/progress the returns. Those 
with bold text and highlighted borders are available. 
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Uploading a return 
LOCAL AUTHORITY users can upload their returns on behalf of their early years settings 
as either a single or multiple zipped file. 
Upload a single return 
To upload a single return the relevant early years setting must first be highlighted from 
the list of sources and then the ‘Upload Return for Selected Source’ button should be 
clicked. 
 
This will present the agent with the upload screen 
 
The agent needs to click on the browse button to navigate to the required file. Once 
selected the upload button should become available.  
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 Once the return has been loaded, the following message will be displayed on the screen 
This indicates that the return has successfully loaded and is now placed in the validation 
queue to be validated. Press the OK button to return to the Agent main page.  
During periods of heavy demand, there may be a delay before the return is validated. 
Whilst the return has a status of "Waiting_for_validation" then the return cannot be 
viewed or edited.  
Once the return has been validated, the return status section on the source main page 
will display "Submitted" and the date. The total number of errors and queries found in the 
return will also be displayed. 
 
Upload multiple returns 
To upload multiple returns the files must first be placed inside a zip file. The agent should 
click on the upload multiple returns (.zip file) button. 
 
The agent will then be required to browse for the relevant zip file and click on the upload 
button. 
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Once the zip file has been completed loading the agent will be presented with a page 
providing the upload result for each file contained in the zip file. 
 
8 
Viewing a submitted return 
From the My Collect page the local authority user can select an early years setting return 
that has been submitted and open it. To do so the relevant setting should be highlighted 
and then the open return button clicked. 
 
Once the return has been opened the agent will see the following screen. The left hand 
menu bar enables the user to drill down into all records within a particular module.  
Please note you cannot make amendments to the return via this left hand panel. 
View All enables the user to drill down to view child identifiers and characteristics. 
Amendments can be made using this option. 
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When drilling down to pupil level the Agent will see all of the children that make up the 
return within the selection grid. Ten child records are shown per page and navigation 
through the pages is via the View All button. This page also contains a series of links to 
‘sibling’ pages showing different categories of child level data.  
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Handling errors and queries 
You can view all the errors in a return by clicking the All Errors button in the top centre of 
the page. Alternatively, you can click on the specific error highlighted in red on any of the 
errors, queries or OK columns on the screen. 
 
If you click one of these error buttons, you will see the appropriate errors on the return. 
Any explanatory notes should be entered by clicking on the pencil symbol. Notes should 
be a full but brief explanation as to why the return has been approved yet still contains 
errors or queries. 
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Clicking on the details button will bring up the field and value. By clicking on the value the 
system will take you automatically to the page containing that error. 
 
A return can legitimately contain data that raises a query but is perfectly acceptable. 
Once approved by the local authority the errors and queries will be processed by a DfE 
operator, providing that the local authority have given a satisfactory explanation why that 
return has information laying outside the usual parameters. 
If there is no or inadequate explanation notes provided then the DfE will contact 
the local authority to gain clarification as to why the return has been approved. 
Errors always need to be corrected. 
Making amendments 
To make an amendment simply click the edit button, amend the field and by pressing the 
enter key or clicking the add button will re-validate the return. 
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If you need to add a pupil record or address you will need to go via the view all route. 
Click the add button, add the information in the required fields and press save. Once the 
record has been saved any other changes must be made via the edit button. 
 
History 
Changes that are made to data items are recorded in the history log and indicated with 
an icon in the history column against that data item. 
 
Clicking on the history icon will display the full audit history for that data item. 
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Once a data item has been changed the status of the return will change to ‘Amended by 
Agent’. 
 
Return level notes 
To add notes to annotate the errors and queries that may appear on the return click on 
the pencil on the first screen of the return. 
 
To add a note click on the ‘Add New Note’ button. 
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Once the note has been entered click on the create button.  
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Approving a return 
Once the local authority is satisfied and happy to approve the data return, the relevant 
early years setting must be highlighted from the list of sources and click the approve 
button. You can also approve all records that have the status submitted or amended by 
agent, however, be very careful in using this, as there is not an unapprove all button. This 
would have to be performed on an individual setting basis. 
 
Exporting data 
COLLECT provides options to export data returns in CSV or XML format.  
Exporting data can be performed for the currently selected early years setting in the 
sources list by clicking on the export selected button. Alternatively data can be exported 
for all currently loaded returns by clicking on the export all button.  
The user will be given the option of choosing the format in which the data should be 
exported. 
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Exporting as XML will generate a zip file containing the selected early years setting, 
exporting as CSV generates a zip file containing CSV files that relate to how data is 
stored within COLLECT. 
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Reports 
There are a number of reports available to the local authority. To use click on launch 
reports on the source page. This will take you to the list of reports available to you. 
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Help 
In order to access the COLLECT system for early years you will need to 
contact the approver within your local authority. 
If you have any queries or have a change to your contact details please 
could you complete Service Request form. 
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Follow us on Twitter: 
@educationgovuk  
Like us on Facebook: 
facebook.com/educationgovuk 
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